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Application and Enrollment 

Edit Application 
 
 
 
 
 
 

 

 

Indiana Workforce -- Workgroup 
Edit Application 
 Applicant Information – Citizenship and Selective Service 
 These two fields are “read only” once the application is 

created. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

Indiana Workforce - Master User -- Workgroup 
Edit Application 
 Applicant Information – Citizenship and Selective Service 
 Master user has access to change these two fields.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

Once an application is created (and saved the first time), the 
application is accessed via the “Edit Application" off the action icon.   
The General users have the ability to go back and edit/update most 
fields on the application.  However, there are a few fields which are 
“read only” and can only be updated by a Master User. 

Before App. is created After App. is created
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Family Income 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Indiana Workforce -- Workgroup 
Edit Application 
 Family Income  
 All fields in this section are “read only” once the application is 

created. 
 
 
 
 
 
 
 
 
 
 
 
 
   

Indiana Workforce - Master User -- Workgroup 
Edit Application 
 Family Income Service 
 Master user has access to change all of these fields.  
 
 
 
 
 
 
 
 
 
 
 
 
 
   

All fields 
Read 
Only 

All fields are 
editable. 
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Barriers 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Indiana Workforce -- Workgroup 
Edit Application 
 Barriers  
 Disabled, Youth Needs Assitance, Locally Defined Barrier in 

this section are “read only” once the application is created. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

Indiana Workforce - Master User -- Workgroup 
Edit Application 
 Barriers 
 Master user has access to change the barriers.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

All fields are 
editable. 
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Intake site (at time of application) 
 
At the time a user creates an application his/her organization is attached to the application (and period of participation).   This intake site is 
then used for all regional and service provider reports for intensive service clients.  (This assignment determines which region and service 
provider get credit for the client’s outcomes.)   
 
A general user cannot change the intake site assignment.  A master user has the ability to change the site location within their region.  This 
can be done with no other contact with another region.  If a client is to be reassigned to a new region, then it is up to master users from the 
two regions to work out the agreement and to follow the guidelines setup by DWD.  (See TTGB 2006-10, Transferring a Participant from One 
Region to Another Region in TrackOne.  Located at http://www.in.gov/dwd/partners/docs/TTGB_2006-10.pdf.) 

Indiana Workforce -- Workgroup 
Edit Application 
 Intake site (at time of application) 
 The General User cannot change the intake site.   
The new Application and Enrollment screen now has an 
Organization column which is the site which created the 
application.   
 
 
 
 
 
 
 
 
 
The General User will have read only access to the Organization 
on the application screen.   
 
 
 
 
 
 
 

Indiana Workforce - Master User -- Workgroup 
Edit Application 
 Intake site (at time of application) 
 Master user has access to the intake site organization.  
When a Master User accesses an “Edit Application” screen then 
the Organization field at the top of the screen provides a drop down 
pick list of all organizations (or service provider locations.) 
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Services/Activities 

Backdating Start Dates 

 
 
 
 
 

Indiana Workforce -- Workgroup 
Services/Activities 
 Backdating Start Dates  
 General Users are not allowed to backdate service records 

more than 3 business days.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

Indiana Workforce - Master User -- Workgroup 
Services/Activities 
 Backdating Start Dates 
 Master Users are allowed to backdate service records more 

than 3 business days. 
 
 
 
 
 
 
 
 
 
 
NOTE: Master Users need to use discretion when back dating 
service records.   
 
 
   


